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DHR 1. GEORO~A DEPARTMENT OF MUMAN- 

Division of Administrative Services 
Office of Personnel Administration 
47 Trinity Avenue S.W. 
Atlanta, Georgia 30334 

L__- 

, 
~ .--- 

. _ _ _ _ _ _ ~  ~- ---.__--...--I 
7. nccords Fries Datcr lp tbn Thls f i ls ecntalns the following document# iinclude form numbers and tiller, il ~ r r v l :  Attach sumplei 01 the flle. . .  - .  . . . .- I 

--_____ 
' , ARCHIVESAND HISTORY ~- 

Appllcation Numbar 

26-X39-  . ~ -  - 
Dot# Recsivad , D B ~ U  Complstsd 

WN 1 1  (1988 SEP 5 1981 

Documents ralatlnp to: Same I 

___ _~__. . __.._ ~.__=__ 
1. Person to Contnct Wwklnp TItIe Telephone Numlmr 

EEO Coordinator 656-6750 Gary Nagel 
---_ ~~~ 

__ --____. ... - ____ 
3. Action Requested 

8 .  

b. 0 Oispose of present nccumulntlon: no lurthsr accumulatlon sntlcipoted. 

C. @Amend AppllCBtlOn NO. 76-239 Chsck Om: Chsnge: 0 Supercurb: n Void 

0 Estrbllsh RPten\\on Schedule: rscord win mnt lnue to eccumulats. Series Title i. 

~~ 
-. __~---.-..-_I_ 

4. oalnlol  Serlss 

----I- What Is the function 01 tha Dlvialon and the Offlcn In w h c h  thii rscord soerler It created? 

Earibst 

6. Divlsinn a w l  O l lkaTunct ion  

6. Records Series Title Iloflowsd by t i t le used in ollke; il dilfe,enij 

Lotest 

continuing . .  

Equal Employment Opportunity Commission (EEOC), Office of Fair Empl, 
merit Practices (OFEP) , DHR Equal Employment Opportunity Complain+ F: 

The Administrative Services Division provides the program 'direction and coordination' of thi 
specialized functions which support the Department ' 8  internal operations and legal environ 
ment through the Offices of Administrative Appeals, Audits, 'Child Support Recovery, Finan- 
cial Services, Fraud and Abuse, Personnel Administration, Regulatory Services and Support 
Services. 

The Office of Personnel Administration is responsible for implementing, managing and mon- 
itoring a fair program of personnel administration for the Department of Human Resources. , 

-__ ~---_-._-_~-..--_-.--....-..~-.___._-_-I 
1980 1 .-.- ----. ~..__ -- 

Same 

x. - 
,!  * ;, I , I , .  . X I  I ,,. I,' ;' , ' .  ' 

c 

The tlla h arfanpod: Same 
,,;~i.,l,. ( .  , . .  

How oltan are records rofnrrad t o  whlch arm: 
.. - ,- - --.L.- 
8. Monthly Relerenca note 

One to SIR mOnths old 2 ; Sewn to ~ W Q ~ V S  months old 1 : Thirteen to twonty-four months old 0 ; 
lmnty. l iuc  months and older - 0 7 _____ - _...._~.. _ c _ ~ . I _  

9. Annval natc 01 Accumulation or Sccords 



_____l___l-_..I.____. __ 
---_ _._- -.-I_- 

.____ - d. DwI thin serks have hlitorlcel or long term reMarch velue? 

I. When one or two documents In the 111e make It nenswry to keep the Int l r i  fils for I long prlqd. muld these documenti 
- 

- ba scheduled ~paretaly? 
~ -.__c_---_II _.__-.-.._._I.__ 

- - F ~ - - _ _ _ _ ~  

publlnhed? If yei, i t t ich copy. 
.A I_---.. ~ ._I-_ I_ 

g. I s  thI information mntalned In thli mrlas ewr enelyzed indlor ricorded In I tummarlzed report7 14 I f  h. I s  thera a duplleatlon of this arks In your of f l~e .  or In another offln or ~ e n c y ?  
- - ___ _ _  -- -_ ____ .- l_-l 

yes. ettech copy. 

__ -- --1 . 11 yes. where? - 1 7 1  1. Is this Miles lor mdoraortion o,k, reaulerlv mlcrofllmd? 

I .  Stele Law ~ yeas .  
b. Statute of Ilmltatlon years. 
c. Fsderil taw years. 

d. Audit period __-_ yeari. 

I. Admlnlrtratlvs need 5 yesti. 

f, Federal retention Instructions p-yoars. 2 

Attech copy or excefnt of lms or re~uletlonl. Enplaln wlmlnlstratlve need. 

concerning equal employment opportunity and f a i r  employment pract ices .  

charge or  action. 

!> Administratively, these f i l e s  a r e  needed t o  .document DHR's act ions and decision made 

i )  29GR 1602.30 requires tha t  records be retained 2 years and u n t i l  f i n a l  resolution of 

1. Awrowd Dlwdslclon Instructlons 
-I_--__ .___ - ----..-..___~.._.--._~.~_I____.~ _I_-__ ~ 

Thlr agency rocommends that the file wrlss b cut off at ilia end of eoch: 

Clcalander Year: 0 Flscel Yeor; aothsr  ________ tllcn, 

Itold In the cijrrsnt files area - 
n Tranrler to locel lioldlna m a ;  hold 
n Traiisfcr to Stole nccordi Center: hold 

I 1 Tranifar to State Aichlvcs lo t  imrmnmnt rotentbn. 

~ monthlrl ___._-_ yewW: tlisn 
._ veerlsl: tlien 

yoorlrl; t l ion 
I 1  Dcstroy 

19 Otiini f w c i t v j  
Central Off i  e Fi les :  

Upon f i n a l  d m u s f t t c i t r b a r g e  or a c t i  11 n, plac 
of f  the c l o s e d - f i l e  a t  ;he end of iach calendar year; holc 

le:  c u  zrs i n  the close, 
current f i l e s  area 3 y'ears; 

t ransfer  t o  State Records Center; hold 2 years;  then destroy. 

In s t i t u t ion  'DiLt-ffet and Local Offices: I Forward a l l  or ig ina l  material  t o  Central Office. 
Hold reference copies i n  current f i l e s  area u n t i l  f i n a l  resolution of charge or  act ion;  
then place i n  closed f i l e ;  cut off c1osed:f i le  a t  end of each calendar year; h o l d . i n  
current f i l e s  area 2 years;  then t ransfer  t o  loca l  holding area; hold 3 years; then 

destroy. 
i 0 T E : h  the event a &.arge i s - f i l e d ,  o r  a n ~ a c t i o n  brought'by .the V.S. Attorney General, these 

D! V7o~!!c~g!~li lon - Dlroctor/Deilgnae 

: - -. - ... e- or. acrio-~l~'-'"=c.s""; 
records s+wtt;;be ret~a-iin 0.10 ___I__._..__ I.---.-I-..-..-- - -.-___.l_.ll_ 

ottn Scct tonpni t  - Chlat/Supsr __  

STATE RECORDS COMMlTTtC 

! 



APPLICAT13M F@R RECORDS RETENTION SCHEDULE 
~ I 

OFFICE OF THE SECRETARY OF STATE 

RECORDS MANAGEMENT DIVISION 
. .. DEPARTMENT ARCH,VES AND 

CORMENCYLSE 
~ p p l l c ~ ~ l o n  h i m  

July 6. 1976 
,ppllcation Number 

DHR-83 

1. Agency Address FOR RECORDS MANAGEMENT USE 
Georgia Department of Human Resources 
Office of State and Local Affairs 
Affirmative Action Unit - Room 408-S 
47 Trinity Avenue, S. W. 
Atlanta, Georgia 30334 

Application Numtwr 

7b-23q 
D s t s R ~ l v . d  Date Completed 
aff - 7  1976 I JUL 1 6 1976 -__- I 

Mrs. Charlotte Knowles Stenographer I11 656-5669 --- 
TActIon Requested 
1. Is Estabilrn Retention Schedule; record will continue to accumulate. 
b. 0 Dispose of present accumulation; no further accumulation anticipated. 
c. 0 Amend Application No. Checkone: 0 Chanse; 0 Supercede; 0 Void 

1. DI#s of Slriar 1 6. Records Soria Title ffollowed by tide us& in office; if different) 
h i l iea t  Latest I 

~~ 
~~ .. .~ ~ 

-~ 
lW2 1 to  date.^ 1 Title V I I  Employee GrievanceCase'Files -,I 

I. Dirhion ad Oftics Function What i s  the function of the Division and the Office in which this record series is Eeated? 
- 

~ ~- .. . . .  .~ .~ 
~~~ 

~ ~~ . 
T!,e O f E i c i  o f  Sti<i and Lc:el Csordinn:iin ires the rrsiunsib.:lity fOK coordinating ;he activities of the Department 
with the S t a c e  Legislature; the Attorney Genaral; the County missioners' Association; and the Miinicipal 
Asaociacian. In additioa, this Office is respozsible for the co3rdination of activities relating to rules and 

3id:ng disastcr relief;. and for working with the Office of Planning and Budget  in maintaining a system fpr 
- 1fPgulations that require Bozrd approval of formal hearing; the coordination of the Department's efforts in pro- . 
tracking legislation that affects the Department. ' . .  

- 
The Affirmative Action and Civil Rights Unit has the responsibility to insure that equal employment opportunities 
and s e r v i c e s  are provided to all mtaff of the Department, and to clients who seek and receive service; from the 
Depr:=cnt; and t o  
,lnv$stigbte all complaints called to the attention of the Department regard<% equal opportunity. 

and to cstablist. a prograin of education oriented toward Title VI and Title VII cospliancs; 

- ~. .  ~~ ~. ~. - - - - 2 

~- -_ ____ ~- '. R-rd Sr les  Description This file wntainr the following documents /include form numbers and rirles, if&): 
' L  - -  . - : n '  Attach samples of tbe file. . , . :. ' . .  

- . . .  , 
.~ .~ . Documents raleting to: .~.? :. - ~ -: I . - .  \ .  

anvestigating erhployee/applicant grievances eoaceriliilg eiiplo-yment. 

Included are: 
initial statement of complaint; notifications of complaint to respective Division/Office; 
reports of investigation which show background information, investigatory procedures used, 
findings, conclusions, and recomendations. 

File i s  arranged: 
. . ,. by .number assigned by Unit. * . - .  - .  ' 

T@ily Rderenw RJte How often are records referred to which are: . ~~ 

One to six months old ' l5 ;' Seven to.twelve monthiold lo ; Thirteen to twenty-four months old ---; 5 
. twentwfive months and- . .  ? .  



IHK I. Is this thr official copy of the wries? .. 
I1 I t ?  S t a t e  Merit System and Sta te  Law Departmrnk- - . .  X 

4 

i 
e mrier contain ' ntial info mati n re cu ity handling? If yes, sit law or regulation. X I b' v r q v a c y  Act o f y # t  - Pubfic $wy$%% (see attached page? 

" 

11. Rotrmlon Rqulrrmmtc The following requires the wries to be kept: 

1. sutr Law years. 1. Audit period years. 
b. Statute of limitation years. e. Administrative need 5 years. 
c Fedrrrl law years. f. Federal retention .instructions years. 

Attich mpy or excert of laws or regulations:. Expiah administrative heed. '' -. , , .  . ~ 

.... i~ -, . . .  . .  , .-. ~. 
. . .  

.! 

-- _- -_ 
I2 Aoprovrd Ohpodtion Instructions This agency recommends that the file series be cut off a t  the end of each: 

gl Calendar Year; 0 Fiscal Year; 0 Other then, 
L 

0 Hold In tho auront files area month(s) yeads); then 
0 Trandrr to local holding area; hold 
0 Transfer to State Records Center; hold 
a Dartroy. 
0 Trrnafer to State Archives for permanent retention. 
0 0th.r Epecify) 

vear(s); then 
year(s1; then 

Upon final aispoSlt&&n-ei 4he?@hakg&-oo:'r & t Z & n ,  ., place a l l  papers i n  the closed f i l e ;  
hold i n  current f i l e s  cu t  off  the closed f i l e  a t  the end of each calendar year;  

area 3 years; pransfer t o  S ta te  Records Center, bold 2 years; then destroy. .I - 

Those i n s k i o n ,  apply to a l l  prior and future accumulations of the series. 
.. 

- 
State Records Committee (Signarum) . Date 

ecommendatlonr in para- 
.aph 12 are approved. 
f dirrppmved, attach letter 
t rxplenetion.) 

State AudItorlDesignee 


